Herding Cats: Managing Electronic Documents
Part 3 - Printing Tips

Herding Cats: Managing
with Electronic
Documents

Part 3 — Printing Tips

How a better organized computer and email in-box can
help you save time, money and paper

In this third module in the Managing Electronic Documents series, we look at tips and tricks
for adjusting settings to improve document viewing and printing in Word, Excel and
PowerPoint, as well as the Internet. Instructions for using HyperSnap, the City’s screen
capture program is also included.
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Introduction

Want some tips and tricks to reduce the number of pages you print? Read on!

Some numbers:
e 11,000 — approximate number of City of Seattle employees
e |f everyone prints just one less page a day...
0 11,000 sheets x 5 = 55,000 sheets a week
0 55,000 x 52 weeks = 2,860,000 sheets a year
0 That's 5720 reams. This is more paper than the Legislative Dept.,
Personnel, and the Dept. of Neighborhoods combined, and higher
than 1.5 Space Needles (953 ft.)

Only one less page makes a difference, but if everyone can take the time to preview
and format their documents prior to printing, individually a person might save several
piece of paper a day; collectively this adds up millions.

Word

We all use Microsoft Word. Sometimes it's only for an occasional memo or travel
form, but many City workers use Word as part of their work duties. Before you print
your Word document, you should always preview what it looks like first. File=> Print
Preview is the best place to do this. By previewing what your document will look like,
you will be able to visually see where changes might be made to decrease the
number of pages you'll need to print.

FILE 2 PRINT PREVIEW

1. File - Print Preview File L Edt Wew Insert Format  Tools  Table
2. A Preview screen appears L Open... Crl+0
Save As...

This screen is best to preview‘ Remove Hidden Data. .

documents, but to adjust, you J P S

should go to Page Set Up

(next Page) |Lj> Print Presview . |
=4 Print... 4 Chrl+P

1 14, \HerdingCats3_PrintingTips. doc

30f19
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HerdingCats3_PrintingTips.doc {Preview) - Microsoft Word

© Eile Edit Miew Insert  Format  Tools  Table  Window  Help

1 E TR =Y

Herding Cats: Managing Electronic Documents
Part 3 - Priting Tip=

Larger Example of the Print Preview Screen

EZ"I' SCL_Outline_08.29.06.doc {Preview) - Microsoft Word

© File Edt Wiew Insert Formab  Tools  Table  Window  Help

N EN = T A= T

SCL Training Proposal

Choives:
® B0 —90 minute traning on Bectroniz File Managamert (concentration on Windows Explorer and
Groupiiise organization)
60 minutz training on Groupilise archive hcludes discussion on
printing

Twa haur combined trining en electran file managemert & Grupliisz
B0 minwute Goure on Finting Tricks (iord, Brcel, PowerPairt and Groupiifis=)

2/10406 — met with Janice Gedlund, SCL

Classes — Phn for 1 hour, 16 minutes, schedule for S0minutes. (statt late, leave room for questions] - - -
- PO uses G 6.5
- check ot SCLinweb for information on EDS

Cortent

+  Inchide GY¥fie management and storage
» GV arcHing

= Maming corwertion

= Coupla prirting tris

« dsibilky 5sue —dont always changs rescluian)
+  Awerd o scanning

« Sort by email headers

= Auword en scanning (Bruce will supply names and locations)
= Howto have Green hiedings
» End of session sunvey (polmoniey com)

Shrink to fit button

What you can do in the Print Preview area is E._5='{ ECY HWTR 0620 - Technical Proposal - Labor Day Draf
use the Shrink To Fit button to condense a

document a little longer than one page, into a
document exactly one page! — o >

© File Edit “iew Insert  Format

: Final Shawing Markup ~ + Show = IN\EF 9 shyi i -
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FiLE 2 PAGE SET UP

Margins & Orientation Tab

Eile | Edit Wiew Insert Format  Tools  Table
1. File > Page Set up B3 open ChIO)

Save fs...

Femaove Hidden Data. ..

| Page Setup... iz
2 Print Preview l’%
=i Print... Chrl+F
2. Adjusting Margins: 3. Adjusting Orientation (portrait vs. landscape)

HErHE | B | T on I Margins | Paper I Layaut I

Srans Margins
Top: I E‘ Biotkam: Il" 5‘ Top: I 5 Binkkarm: Il" 5
Left: |1-- E Right: |1-- 5* Left: |1" E‘ Right: |1" 5‘
Gutker: IU" E‘ Gutker position: ILeFt vl Gutter: 0" 3 Gutter position: ILE& 'I

Crientation

Orientation
=
Porkrait Landscape Porkrait Landscape

Pages Pages

Multiple pages: INDI’ITI~3| j Multiple pages: INDI'I'ﬂEﬂ j
Preview Presiew

Apply ko T Apply kos

Yhale document j i Whole docurnent j

Default... | ok | cancel | Default... | oK | Cancel |

Note: Adjusting the margins is the best way to decrease and control the amount of white
space in your Word Document!
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Layout Tab

Adjusting Header and Foot Heights

1. File > Page Set up
2. Select Layout Tab

Header height example of .5”

Marginsl Faper Layouk |

Seckian

File | Edit Wiew Insert Format  Tools  Table

[ Open... Chrl+0

Save As...

Femove Hidden Data. ..

Seckion skart:

I -

= Suppress endnokes

Headers and fookers

[ Different odd and even
[ Different First page

From edge: Header: ID.S" 5‘
Footer: IEI.S" 5‘
Fage

vertical alignment:

Prewview J

Apply ko
Whole document

Ling Mumbers, .. I Barders, ..

| Page Setup... .
& Print Preview l’%
=i Print... Chrl+-P

Header height example of .25”

Marginsl Paper Layouk: |

Section

Section skark:

[TETEEEER— |

Cl Suppress endnokes

Headers and Footers

[ Different odd and even
[ Different first page

From edge: Header; [0.25"
Eooter: ID.25" E‘
Page
vVertical alignment: Toy -
Preview
Apply ko

Whole document

Lime Mumbers. .. |

Default. .. |

Default, .. | Cancel
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HEADERS & FOOTERS

Headers and Footers are wonderful for automatically inserting page numbers, last modified
dates and file name and path directly into your document. Taking the extra moment to add the
information during creation of the document prevents the inevitable, “Where did | save this?” or

“When was this last modified?”

1. View - Header and Footer

2. This brings up the Header/Footer

Toolbar

Header and Footer

Insert AutoText =

- PAGE -
Author, Page #, Date
Confidential, Page #, Date
Created by

Created on

Filenarne

@I SCL_Outline_08.29.06.doc - Microsoft

|0 B H |58 E &5, dee

z‘l_r; Foaker

File  Edit | Wiew

NE - =| Mormal

54 web Lavout

Prinkt Layauk

Insert  Formakb  Toc

Filename and patIQ

Last printed Wy

Lask saved by

Page ¥ of ¥

3. Placey

your Word doc
4, Click on Insert AutoText
5. Select Filename and Path

our cursor into the footer at the bottom of

Foater
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Excel

It is easy to accidentally print an improperly formatted spreadsheet in Excel. What is laid out perfectly on
your computer, doesn’t always end up as a perfectly printed document on your printer.

FILE 2 PRINT PREVIEW

Always use Print Preview before printing your document. Here, you can view (with margins and page
breaks) what your document will look like. The Print button is the same as File 2 Print (page 10) and the
Setup button is the same as File 2 Page Setup (page 11)

Preview Toolbar

E Microsoft Excel - SPU_DeptComparison_Wrksht®& Cha . .- - .. .o ...

ez I Pre‘-.-'IE-IJE-l F'r‘int...I Siatl_'lpr...l Margin

I Page BreakPré.\-'ia'-':'-'l Close | Help |

WHITE CORY PAPER USAGE REPORT BY THE REAM
. lanzen f Jetta| Antonakos

Page Break Preview
The Page Break Preview is an - P I I I N R A I O O I B T A
advanced Excel feature, but it does m EEREEEE (R A TN O
allow uses to easily adjust how they uszn CRETRECH B ECE A O S ON A O -
would like their document formatted. esaze wle lellomlelebflelaleflonlels
1. Click and drag on the dotted blue E
line to adjust where you would wasce e s s B R
additional pages to begin. o A S T e T o EEi E O EEEEE A
2. Itis recommended that you use wan P B \d; LW S | T N P
the Setup (which takes you to e S I i T I T I D B
Page Setup which is detailed s P I ) I
below) to make the majority of St 1 [ O 1 i T O O e e B
your changes. re £ I I A Ao S S I O
Welcome to Page Break Preview) x| P P P P [ TP T T I M A i
Yol can adjust whers the page breaks are by sz 2 sl w m wlw =l wlE U
clicking and dragging them with your mause, i P T [P P e Il
[ ‘Do niot show this dialog again, EEEE ’:. ':. E =:- E E :.: E E ‘:' E E

==t AP S 0 T O Y B B S Y

s PR w0 N Y . W I I I I
wWITI zn LJ ’j nl E! n F | | | 1n | | 1n | | |}
wWIrId n ‘ l(:] UI Cr L] j'__ zn | | | | | | | | L}
WITII | | l- L} SlE ‘-:_—Jr l_-— | T | | | | | | | | | | L}
- 7N I I I S e I I N P I
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FILE 2 PRINT
Spreadsheets are seldom only one page.  FESNo I 21
When printing a spreadsheet, make sure Prinker
it's double-sided. The Properties button on Mome: | Vispuperrk\SPU_SMT46SE_HP4000_2 =] [ Propertes... |
your Print screen is where you make this Qatus:  1de
change Type:  HP Laserdet 4000 Series PCL 6 ml
’ Where:  SMT 46 5W
Comement:
Blo | Edt ew lrsert Fgmst Jook Data  window _PRERT
Prink range Copess
5 Open... CtrkO
e = Number of copies: |1 =]
; © Pogels) from: | =)
Remrve Midden Data. .. ot et @ @ S
Page Setyp...  Selection O Ertirs weorkbook
-:l- Priok Prewvew ¥ Active sheoet(s)
|d B ot e | « | I
Llcm..,wﬁmﬂmt_ﬂm_ﬁu_m.ur.m.ﬂ-;
. SPU_SMT465E_HP4000_2 on spuprink Prperties 1[5[
3 “inishing | Effec:tsl Paper I Basicsl
; Print Task Guick Sets
’7 IT_I,Jpe riew Quick Set nane here j Save [elete
Docurment Options
¥ Frirt on Both Sides »
[~ Flip Pages Up g H_:i
Boaklet Printing: g =
[t ] : H%}'H
— Print Cluality
H Pages per Sheet " Best Quaiiy
=R ¥ Faster Printing
it Fage Borders  Cust Details.
Fage Erder: R &l
IFlight, then o j [ EconoMode [Save Toner)
(D]
QK I Cancel Help
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FiLE 2 PAGE SET UP

You can adjust nearly everything with
Page Setup.

1. File > Page Setup

Page Tab

Orientation

1. File > Page5etup\>

2. Select Page tab (default)

3. Choose either Portrait
(standard) or Landscape
(longwise)

Scaling and Paper Size

Scaling is best used when trying to print
long/large spreadsheets with more
columns than a traditional spreadsheet
allows. Scaling can be your new best
friend, but remember to always Print
Preview before printing.

Margins Tab

Modifying margins is sometimes the
quickest way to get a spreadsheet to fit
on your selected paper choice.

Adjusting Header and Foot

Heights
1. File > Page Set Up
2. Margins Tab

Note: The Header and Footer margin
height are used to decrease (or increase)
the amount of space used for document
tittes, page numbers, dates, etc.

(The footer on this page is .3")

/

Page Setup 1

= Margins I Header [Fooker I Sheet I

| Elle | Edit  ¥iew Insett  Format  Tools  Data  indow
|Lj Open... Chro |

Save As...

Remove Hidden Data. ..
_| Page Setup... .
|14, Print Preview 43 F
| Print... ChrHF

21|

Crienkati
rigntation Brin. . |
L
%

" Partrait %' | andscape F A |
Scaling | Options... A |
¢ adjust ko |100 =S % normal size =
" Fit ta: |1 E‘ pagers) wide by |1 5‘ tall E

Paper size: ILetter j E
Print guality: |6DIZI dpi j E
First page number: I.ﬁ.uto .
oK I Cancel

2]

Page Sefon E
Page m Header[Footer | shest |
Top: Header:

od = o5 =
Left: [Right:
I!I.ZS E II.ZS E

o
[Bokboem: [Eoober:
o5 =] Jos &
Cenker on page

™ Horigonkally [~ Wertically

Cancel
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Header/Footer Tab

1. File > Page Set Up
2. Header/Footer Tab

Headers are best used for document
titles. Placing the title in a header,
instead of the first line of a spreadsheet
allows for quicker viewing and data
manipulation (no need to delete a row in
order to sort)

Footers are great places to place the file
name and path, date, page numbers or
even the name of the person who
created the document.

Sheet Tab

1. File > Page Set Up
2. Sheet Tab

The Sheet tab is where you can more
precisely control what you'd like to print.
Only need a few columns or rows? Use
the Print area to highlight only what you
need.

Print titles (Rows to repeat at top) is a
great place to select header rows that

you'd like printed on each page (great for
larger spreadsheets with multiple pages.

Want the lines to appear on your page?
Check the box marked gridlines

Page Setup ﬂil
Page I Margins J| Header/Foater M Sheet I
Ees— :
SPUWHITE PAPER. COUNT LI
Print Prewview |
Header:
; Cpkions. ..
SPLLAWHITE PAPER COLIMT j =
Custom Header... Zustom Fooker... |
Footer:
| SPU_DeptComparison_Wrksht & Charks_v2_09.12.06.xds, 1 of |
SPU_DeptComparizon_Wrksht & Charts_u2_09.12.06.112 1of1
o4 I Cancel

Page Setup i

Page I MMargins I Header/Footer

Print area:
Prirk tikles

Rows ko repeat ak bop: |$1 i1

Columns ko repeat at left: I f"_]
Prink

v aridiines [~ Row and column headings

[ Black and white  Camments: I(None) j

I™ Draft quality Cell errors as: Im
Page order

{% Down, then over EE EJE, B2

" over, then dawn EE H E =5

21|

Print. .. |
Prink Prewvisw |
Opkions, .. |

[ o 1

Cancel
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PowerPoint

FILE = PRINT

L. File > Print N 21X

2. The following screen appears

~ Printer
This is the Default view. From Mame: 2 VispuprintisPU_sMT4ese_Hpaoo0_z v _Propertis_|
here you have all sorts of options Status:  Idle _ Find Printer . . |
to tailor how you want the slides Tvpe: HP LaserJet 4000 Series PCL &
t int Where: ST 46 S
0 prln : Comrenk: I_ Frint ko File
You will now have a choice of - Print range SR
printing: = al  Current slide ¢ Selection Mumber of copies:
e One slide per page = Gustom Show; | = m =
e Multiple slides per page  Slides: | !1
o Multiple slides with Space Enter slide numbers andfor slide ranges. For example,
H 1,3,5-12
to write notes = e
¢ Slide outline (no images)
Prink what: Hamdouks
You can always click on Sides =1 | sides per page [e =] %%
Preview to see what the print Color/grayscale: ordery % Harizontal £ Verkical CEl[El
out will look like |Color i
[ Scale ko Fit paper ™| Prirt hidden slides

™ Frame slides
™ Brint comments and|ink matkug

pint 21|

Print Range ~Printer
hlame: ] . Pr kies
. . L \spuprint|SPU_SMT465E_HP4000_2 - Proper !
Only print the slides you need! L:a.? Wapuprink} J
Stakus: Idle Fing Pri i
Type: HP LaserJet 4000 Series PCL &
‘Where: ST 46 SW
i I Pririt to file
Print range | Copies
Ol | C Currentside  © Selection MNumber of copies:

515 (ke Sty I j 1 5:
" Shdes: |
Enter slide numbers andfor shide ranges. For example, |

1,3,512
W Collate
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Print What (slides, handouts, etc.)

1. File 2 Print

Handouts (multiple slides per page)

2]

i~ Printer
Marne: |,_£ VispUpHntlSPU_SMT465E_HP4000_2 j Properties |
Sheiey il Find Printet... |
Type: HP Laserlet 4000 Series PCL 6
Where: SMT 46 SW
Camment: [ Print ta file
— Prink range Copies
Al = Current slide € Selection Mumnber of copies:
£ Custom Shows I j A
" Slides: I
Enter slide numbers andfor slide ranges. For example,
1,3,5-12
v collate

Prink what:
IHandouts - l

(Handouts

Slides per page: |6 VI

rder: % Horizontal € W

Mokes Pages k |

Gl
GEE

cal

Qutling View

[ scale to fit paper

™ Print: hidden shides

Example:

Par 3. Prhas

Herdirg Cat:: Maraging
with Electronic
DaCUmenits

9 Ths and Tricks

Mo & betier oganie d meputee and e d n-bos ain
g ks 1 o L

P pianel by Ciors Cewin, PogeCint Conrimie, e Fubke ks

Agenda

« Ward
+ Exal

- bovertd rt

+ Inb=rret

+ HypeiSrap

+ Mirtirg Best Practioes

oy ared puaper

Seprter, 00

Change miondation

Teacks 0 ¥ ooter

ok, con sacran o ek
fircing

Printing Tips - Wvord
_

Wkl bender i fcsser heigh |

okl Tl path atboce o |

Printing Tips

.
s
t Can s e sl

Fri. Presies. kokar

-Excel

e Pree 6 Soup P
¥ Frame slides [ —— iR ey o ] 2
™| Brint commentslandlink markup

Preview | oK I Cancel
Printing T1ps - PowerPoint Printing Tips - Intermet
i
L g : =
Don’t forget to use d =
. > —— ==
the Preview button! > — ,
JE— “Prea® ue wpri fe onak® =
=== — Femre s S
Ll P i
+ L Page ?I';rd‘ i
g lie— Furgie. hoader s and foctors
e i e et e 'S o .'N“JJ“N..;
st |
Notes Page Example:
et 2| x|
—Printer WIT WTT L WTT T T T T T WTT =0
Hame: L2 \\spuprint\SPU_SMT465E_HP4000_2 - Properties | s g : :
I = = - [ Printing Tips - PowerPoint
Skatus: Idle Al T, | @ ET——— -
Type: HP Laserlet 4000 Series PCL 6 IO
Where:  SMT 46 SW ; ; + 5w mult ple 56 s mrane e
Comment: I Print ko file of mper
Fils +Print
~Prink range Copies Swi.ch from Shides 1o Handot g
File = Print Preview
o Al  Current slide Seleckion Mumber of copies: + Fri ki rg blak B white .
A File = Print
£ Gustom Show; I j St ch froim Color 1o grayssaby 5
; Filc -+ Frins Frevicw  Opions
(] € siides: I ﬂl ﬂl Pt in 0 uttine view | removes
3 . images)
Enste;_sllge numbers andfor slide ranges. For example, Wit bty
]| B2 W Collate + Bwerd onfile sze 3 dimages
Prink what: Handouts
Mokes Pages VI ; . (B[] @  ClyorSeate - Maiaghg Witk Electronic Dozime is
i Slides per page: IE GE MR | WD i mel MR 1w L i W
ides : :
|Handouts Grder; € Horizontal € Yerbical GEE
: Here's where you can put your notes! Remember, when printing, don't print in

|outline Vlew

k‘ [ scale to fit paper
[ Frame slides

™| Print camments and ink matkup

o1

Preview |

™| Print: hidden slides

Cancel

color unless ahsolutely essential
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Outline View

21

~Printer
Mame: |2 \ispuprint|SPU_SMT465E_HP4000_2 x| _ Properties |
il Idie Find Printer. .. |
Type: HF LaserJet 4000 Series PCL &
‘Where: SMT 46 SW
Zommenk: I Print ko file

—Print range Copies
& all  Current slide € Selection Murnber of copies:
| Custom Show: I j Il 3:

I 7 slides: I 1

Enter slide numbers andjor slide ranges. For example,
1,3,5-12

v cCollate
Frint what: Handouts
Oudine Yiew j Slides per page; IG "l
Slides . . 61|
Handouts Order: €% Harizontall £ Yertical EE
Motes Pages

AR | ooc iofik paper

™ Frame slides

Color/grayscale

Slides are usually created with color, but this
doesn’'t mean you need to print with it. Color
toner costs twice as much as black, and
makes the printer work twice as hard. Use the
grayscale option whenever possible.

I Print biddern slides

™ Frint comments and ink markup

C |
Don't forget to use e |

the Preview button!

Example:

1 Herding Cats: Managing with Electronic Documents

o b B G o B sl i, b can b i s B, oy and paper

2 Agenda
= Word
» Exiel
= PowerPont
= [ntemet
= Hyperinap
= Printing Best Practices

& Alvers proees o protng
o Filw 3 Prick I revcu
Shrrk e
o Folw < P St up
Adpe g
Charme e
by b ot bt
& Hedar & Foater
Ackbray L path ot bofen! werk dicirrents o s g
o Chily ik B s youi rmeed!

3 Printing Tips - Waord
[m]

4 [E] Printing Tips -Excel
o Al preiew bkans prinkog
& Wherse' o pnsble prnt double sded i plex
o Fole 3 Pinge Sl ups
Urienaton
Cim et el
Mangn

St

& Filie < Prie® ' reriu s
Prinet Praevees Toolbir
Pyt i Sl

P B, Privtars
© iy ik S pases you e

Print 2l
~Prinker
Mame: —[(# {spuprinklSPU_SMT465E_HP4000_2 x| __ Properties |
Sty ude Find Printer. .. |
Type! HP LaserJet 4000 Seties PCL &
Where: SMT 46 5W
Commnent: I Print to File
—Print range Copies
o pll " Current slide  © Selection Murnber of copies:
7 Custom Shiows I j |1 3:
" Slides: I !1 !1
Enter slide numbers andfor slide ranges. For example,
1,3,5-12
¥ Caollate
Print what: Handauts
IOutIine Yiew 'l Slides per page: IE, vl % %
Color/grayscale: Order: % Horizontal 7 Wertical =
Color VI
I™ | Frint hidden slides

| I Scale to fit paper

=

IPure Black and White k‘ I7 Frame slides

Previgw |

™| Print comments and ink markup

[ 1]

Cancel
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FILE = PRINT PREVIEW

E Microsoft PowerPoint - [PaperCuts Excel 5.2.05

1. File & Print Preview s : ;
> Print Preview Toolbar E ._j File i Edit  Wiew Insert  Format  Tools 5

and preview image L Mew.. Chrl+h
appears (below) s @l open... ol

J
=l Save Chrl4+5
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Internet

Before printing ask yourself:

Do I really need to print this?

e Can | save to my computer instead?
Do | need the entire article/report/section, or can | use a just copy and paste a specific
section or use a screen capture program such as HyperSnap (pg. 19) to only capture the
section I'm interesting in.

FILE = PRINT PREVIEW

; Main Page - Wikipedia, the free encycl
Before printing a page use the Page File Edit Wiew Favorikes Tooks  Help
Preview to visually check and see what New >

. Qpen. .. ChrHD
you need to prlnt' Edit with Microsoft Cffice Excel
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1. File = Print Preview Save ...

Page Setup...
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Wonkeys "imitate with a purpose”, matehing their

behaviour to othe rs' as a form of social leaming, 2
researchers report. F’ i" From B20e oF New S8 T g2 ¢, 05 Sepem be [ 2006, [ags
Such mimicry has previously been seen onlyin great
apes - including humans and chimps - bt now a ¢ Ja PUStR TR
Ealian researchers hawe recorded wonderial otage ¥ =
fthe phenomenen in newbarn thesus macaques, k i ' _
= i Prued on ThY Sep 07 2204105 65T 2005
Himan newborns hawe a known capacityto mimic Brewbon macaque # 55 Bar 10 days otf)
cartain specific aduft facial expressions, including NIGES TN PO K Nage PRI Feirarh

mouth opening and tongus protrusion, The so-called
imittion period [asts up to three manths in human
infants and twa months in chimps.

Singe newborns cannot see theirown Bices,

. cmaes
+heyrelyon wartching adults 1 leam facial /5 Which image

expressions, and mimicryisthought 1o be | {ﬁ cnmp'letes

crusial to the dewelopment ofa moter-infant _/ the circle?
relationship

Farticular brain cells - called ‘mimor neurons” & o o o
e in a human infant when itwatches an = =

adult exprassion and copies it. Similar mirrar ~ = ‘;\ LY
neurons light up” when thesus mankeys Y g = 3
watch another animal perform an astion and ~/ < Vi yi
when they copythat action. This similarity ey = = .

saggests @ common brain patuay for

imiation in humans and monke s

Lip-smacking action Tkl

Pier Ferrari atthe University of Parma , faly, er T

and colleagues e sted 71 newborn macagues

byholding each in fort 012 researcher who

made various fzcial expressians.

Atane dayold, nane ofthe infants showed any imitation . By day three , homeuer, infants smned 1
copythe researchers' expressians, induding tangue protrusians, meuth opening and lip smacking — all
typical macaque expressians. atch fotage of macagues copying tangue poking and meuth opening
(each 3 5B, aw format)

Bytuo weeks, all imitative behaviour had ceased, showing the imimion period in the monkeys is far
shorter than for great apes. Howe ver, the reseamhers note that macaques may copy other masaques
frlonger.

The study shows the capacity for imitation ocoured earlier in the primate ewlutionary tree than
previoushythought, the researchers argue , and befre the th esus monkey ancestor split fom the
human lineage about 25 million yearsage
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FILE = PAGE SET UP

Page Setup is a good place to go to
adjust the margins in a document.

Warning! While you can delete the
header and footer to conserve
space, this is not recommended.
Why?

Because the moment you delete
this from one document, it is
permanently deleted from the
Page Setup and won’t appear on
any subsequent documents. The
only way to get the header back is
to re-enter the Header code:
“‘&w&bPage &p of &P~

Footer code: &u&bé&d
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extraneous text.
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EXECUTI¥E SUMMARY
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« Be mindful of “disclaimer” footers (they tend to spill over into additional pages)
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HyperSnap

HyperSnap is a screen capture program

freely available to most City employees. infarmation Technology

SPU fipplications
u Command Prompt

@v St Program Access and Defaults

| !‘ Mindaws Explarse

Usually, HyperSnap is located in the
department or network section of your
start up menu, but you'll need to ask you
IT department for exact placement.

| [ Programs

[ L-ja Documents »
(=

@ @' Settings »
@

o ~ YR )
& ,) Search b
=4 @) Help and support

w
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How To Use

1. Open HyperSnap program

2. The following screen will
appear ¢ OFie Ede View Cocts Imace moris Toos Mdndow  Heb
3. Click on Capture Region INEREHES B e =i (0 > 08 v
button J% BER it i = NS S [P (e SR — el it

Shortcut: CTRL + SHIFT + R
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5. Your cursor will turn into a
“crosshairs” tool. Holding
down the right mouse
button, you can drag the
cross around to highlight the
image you need

6. Release the right mouse
button once you have
selected the area you would
like, and then click on right
mouse button a second
time.

7. Image is now captured and
appears in HyperSnap as a
Jpg

From here you can save to your
computer, paste into a word doc
or even print (only as a last
resort of course!)
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General Printing Tips

ogkrwNE

Ask yourself if you really need it. Can you just keep/make an electronic copy?
Ask colleagues to email or post on website

Adjust margins and fonts to reduce the number of pages in your documents
Proofread and preview documents before you send to printer

Before making several copies of one document, do a one-copy test run

Print on both sides (duplex)
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